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MONTANA   STATE  HIGHWAY   COMMISSION  AFFIRMATIVE   ACTION 
EQUAL        EMPLOYMENT        OPPORTUNITY 


POLICY:     Pursuant  to  the  requirements  of  Section  22(a)  of  the  Federal-aid  Highway- 
Act  of  1968,  the  Montana  State  Highway  Commission,  desiring  to  avail  it- 
self of  the  benefits  of  Chapter  1,  Title  23,  United  States  Code,  and  as 
a  condition  to  obtaining  the  approval  of  the  Secretary  of  Transportation 
of  any  programs  for  projects  as  provided  for  in  Title  23,  United  States 
Code,  Section  105(a)  hereby  gives  its  assurance  that  employment  in 
connection  with  all  proposed  projects  approved  on  or  after  August  23,  1968, 
will  be  provided  without  regard  to  race,  color,  creed,  sex,  or  national 
origin. 

The  Highway  Department  shall  be  an  equal  employment  opportunity  employer 
and  will  hire,  train,  develop  and  promote  personnel  without  regard  to 
race,  color,  creed,  sex  or  national  origin  and  to  promote  the  full  real- 
ization of  equal  employment  opportunity  through  a  positive  continuing 
program. 

SCOPE:     More  specifically,  and  without  limiting  the  above  general  assurance  the  High- 
way Department  hereby  gives  the  following  specific  assurances: 

1.  The  Highway  Department  will  establish  an  Equal  Opportunity  Program 
in  furtherance  of  the  above  general  assurance,  which  shall  include 
a  system  to  ascertain  whether  contractors  and  subcontractors  are 
complying  with  their  equal  employment  opportunity  contract  obli- 
gations and  the  degree  to  which  such  compliance  is  producing  sub- 
stantial progress  on  the  various  project  sites  in  terms  of  minority 
group  employment.   The  Highway  Department  shall  furnish  such  infor- 
mation and  reports  regarding  contractor  and  subcontractor  compliance 
as  may  be  requested  by  the  Federal  Highway  Administration. 

2.  The  Highway  Department  program  shall  include  effective  procedures 
to  assure  that  discrimination  in  employment  on  the  ground  of  race, 
color,  creed,  sex,  or  national  origin  will  not  be  permitted  on  any 
projects  and  if  discrimination  exists  it  will  be  corrected  promptly. 

3.  The  Highway  Department  shall  appoint  an  Equal  Opportunity  Coordi- 
nator whose  primary  duty  shall  be  to  administer  the  Department's 
Equal  Employment  Opportunity  Program  as  established  pursuant  to 
these  assurances. 

4.  The  Highway  Department  shall,  on  its  own  initiative,  take  affirma- 
tive action,  including  the  imposition  of  contract  sanctions  and  the 
initiation  of  appropriate  legal  proceedings  under  any  applicable 
State  or  Federal  law  to  achieve  equal  employment  opportunity  on 
Federal-aid  highway  projects  and  will  actively  cooperate  with  the 
Federal  Highway  Administration  in  all  investigations  and  enforcement 
actions  undertaken  by  the  Federal  Highway  Administration. 


5.  The  Highway  Department  shall  establish  and  maintain  effective 
liaison  with  public  and  private  agencies  and  organizations  which 
are,  or  should  be,  involved  in  equal  opportunity  programs.   Such 
agencies  and  organizations  include,  but  are  not  limited  to  labor 
unions,  contractor  associations,  minority  group  organizations, 
the  U.S.  and  State  Employment  Services,  the  U.S.  and  State  Depart- 
ment of  Labor. 

6.  The  Highway  Department  shall  seek  the  cooperation  of  unions, 
contractors,  appropriate  State  agencies  and  other  related  organi- 
zations in  the  establishment  of  skill  training  programs,  and  will 
assure  that  all  persons  will  have  an  opportunity  to  participate  in 
such  programs  without  regard  to  race,  creed,  sex,  color  or  national 
origin. 

7.  The  Highway  Department's  own  employment  policies  and  practices 
with  regard  to  Highway  Department  employees,  whether  any  part 

of  whose  compensation  is  or  is  not  reimbursed  from  Federal  funds, 
shall  be  without  regard  to  race,  color,  creed,  sex  or  national 
origin. 

8.  The  Highway  Department  shall  include  in  the  advertised  specifications 
notification  of  the  specific  equal  employment  opportunity  responsi- 
bilities of  the  successful  bidder  as  those  responsibilities  are 
currently  defined  and  required  by  the  Federal  Highway  Administration. 

9.  The  Highway  Department  shall  obtain  and  furnish  to  the  Federal 
Highway  Administration  such  information  and  reports  as  may  be  re- 
quested to  enable  the  Federal  Highway  Administration  to  determine 
compliance  by  the  Highway  Department  with  the  assurances  in  this 
policy. 


SECTION   I 


STATE  OF  MONTANA 
STATE  HIGHWAY  COMMISSION 
EQUAL  EMPLOYMENT  OPPORTUNITY 

STANDARD  OPERATING  PROCEDURES 

Purpose: 

To  provide  direction  to  the  Montana  Highway  Commission's  Personnel  res- 
ponsible for  compliance  of  EEO  contract  requirements. 

Procedure: 

The  following  procedures  are  hereby  set  forth  to  ascertain  compliance  by  general 
contractors  and  subcontractors  with  their  Equal  Employment  Opportunity  contractual 
obligations . 

Division  Engineers: 

The  Division  Engineer  shall  ensure  that  the  following  EEO  procedures  are  implemented 
through  proper  channels.   He  will  be  responsible  for  maintaining  a  complete  EEO 
District  File  containing  copies  or  records  of  all  correspondence  and  reports  for- 
warded or  submitted  by  the  Project  or  EEO  Officers.   He  will  forward  essential 
information  or  reports  to  the  EEO  Coordinator  as  specified  herein.   He  shall 
designate  an  EEO  Officer  to  be  responsible  for  EEO  reports  and  to  function  as  the 
knowledgeable  EEO  representative  for  the  District. 

Resident  Engineers: 

The  Resident  Engineer  will  check  compliance  with  specific  requirements  and  direct 
designated  correspondence  and  reports  through  the  Division  Engineer  to  the  EEO 
Coordinator  as  follows: 

1.  Determine  that  the  Contractor  has  formally  named  in  writing  a  contractor's 
Equal  Employment  Opportunity  Officer  and  Project  EEO  designee  utilizing  form 
EEO  8. 

2.  Determine  that  one  of  these  officials  or  another  knowledgeable  company  official 
did  conduct  an  EEO  meeting  for  supervisors  and  personnel  office  employees 
prior  to  the  start  of  work.   That  periodic  meetings  are  conducted  (at  least 
once  during  each  six  month  period)  to  inform  these  personnel  of  the  contractor's 
EEO  policy  and  its  implementation. 

3.  The  Resident  Engineer  may,  on  his  own  initiative  or  upon  request  by  the  EEO 
Coordinator,  request  minutes  of  company  EEO  meetings  from  the  contractor. 
Copies  of  all  EEO  correspondence  will  be  forwarded  to  the  EEO  Coordinator. 

4."  Determine  that  required  Equal  Employment  posters  are  conspicuously  displayed 
where  all  employees  and  applicants  for  employment  can  readily  see  them. 

5.   Determine  that  copies  of  the  contractor's  statement  of  Equal  Employment 

policy  (as  provided  in  Special  Provisions  of  the  contract)  are  also  conspicu- 
ously displayed  where  all  employees  or  applicants  for  employment  can  readily 
see  them. 

*   See  Required  Reports 
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6.  Require  the  Contractor  when  advertising,  to  furnish  a  copy  of  all  recruit- 
ment advertisements  he  places  and  the  names  and  dates  of  publications  or 
newspapers  in  which  the  advertisement  was  placed. 

7.  The  Resident  Engineer  will  review  each  advertisement  submitted  to  determine 
that  the  contractor  did  include  the  notation:  "An  Equal  Opportunity  Employer." 

8.  Encourage  Contractor  to  maintain  accurate  records  with  regard  to  personnel 
actions,  number  of  minority  group  members  employed  in  each  work  classification, 
progress  or  efforts  made  in  cooperation  with  unions  to  increase  minority  group 
employment,  training  and/or  apprenticeship  opportunities,  progress  in  and 
efforts  being  made  in  the  recruitment  of  minority  group  employees  and  the 
progress  and  efforts  in  securing  the  services  of  minority  group  subcontractors. 
This  information  will  be  required  periodically  when  in-depth  compliance 
reviews  are  made  and  must  be  kept  on  file  three  years. 

9.  May  periodically,  or  will  as  requested  by  the  EEO  Coordinator,  interview  new 
employees  on  a  project  site  to  determine  the  following: 

a)  How  they  were  recruited  for  the  job  they  hold. 

b)  If  they  were  informed  at  the  time  of  employment  that  this  contractor  was 
an  Equal  Opportunity  Employer. 

c)  If  they  are  aware  who  the  designated  company  EEO  Officer  is  and  how  they 
were  informed . 

10.   Make  initial  review  of  project  sites  within  30  days  after  project  work  begins 
as  provided  in  time-table  of  site  record  preface. 

a)  Specifically  check  for  notices,  posters,  EEO  Officer's  names,  and  other 
EEO  requirements  on  initial  review. 

b)  Engineer  will  briefly  document  findings  for  inclusion  in  this  EEO  site 
record  as  indicated. 

c)  Disadvantaged  -  See  explanation  on  page  45. 

11.  Complete  such  reports  and  reviews  as  are  indicated  in  these  procedures  or  as 
may  be  requested  by  the  EEO  Coordinator. 

12.  Be  responsible  for  assuring  that  all  project  EEO  records  are  incorporated  in 
the  project  records  that  are  to  be  maintained  pursuant  to  the  following 
Federal  Section: 

Sec.  1.30.   Records  and  Documents 

a)   General.   Each  State  highway  department  shall  maintain  or  cause  to  be 

maintained  all  records  and  documents  relating  to  the  undertaking,  carrying 
out  and  maintaining  of  each  project  in  such  form  and  manner  as  will  enable 
the  State  to  make  available  to  the  Administrator  such  information  and 
data  as  he  may  require  and  shall  be  retained  for  a  period  of  not  less  than 
3  years  from  the  date  of  the  final  payment  of  Federal  funds  to  the  State 
with  respect  to  the  particular  project. 
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13.  Be  prepared  to  obtain  information  and  report  upon  the  extent  of  employment 
of  minority  contractors. 

14.  The  EEO  Coordinator  shall  be  apprised  of  all  issues  regarding  questions  of 
legal  nature.   Resident  Engineers  shall  use  normal  procedures  established 
for  legal  counsel  on  matters  requiring  legal  interpretation. 

15.  The  EEO  Coordinator  will  provide  the  Contractor  with  the  following  EEO 
packet  of  materials  and  forms  to  be  utilized  in  meeting  his  contractual 
requirements. 

a)  One  copy  of  the  EEO  Guideline 

b)  EEO  #5,  Contractor's  Monthly  EEO  Report.   Copies  sufficient  for  report 
requirements  of  prime  and  all  subcontractors  monthly  for  one  season. 

c)  Form  38,  Notice  to  Unions  or  representatives  of  workers.   Provide 
sufficient  copies  for  all  involved. 

d)  EEO  7a,  Contractors  monthly  training  report,  if  contract  contains 
7-2(2)  provisions. 

e)  HO  30-16,  Contractor's  Quarterly  Training  Report,  if  contract  contains 
7-2(2)  provisions. 

16.  Be  alert  for  any  practices  which  are  opposed  in  fact  or  spirit  to  the  policy 
of  Equal  Employment  on  the  site  or  within  the  organization  of  the  contracting 
company  and  discrimination  on  the  project  in  any  manner. 

Required  Training  Provisions   FHWA  Interim  Order  7-2(2)  only: 

1.  Supply  information  concerning  the  contractor's  participation  in  programs  aimed 
at  increasing  the  skills  of  minority  groups  or  prospective  applicants,  i.e., 
on-the-job  training  or  apprenticeship  training,  and  as  it  relates  to  FHWA 
Interim  Order  7-2(2). 

2.  The  Resident  Engineer  will  require  the  contractor  to  furnish  a  training-status 
title  for  each  trainee  to  simplify  identification  of  trainees  enrolled  in 
contract  required  training  programs. 

3.  Observe  project  approved  training  programs  with  an  eye  for  unreasonable 
practices  not  in  keeping  with  the  purpose  of  contract  provisions  and  the  ap- 
proved training  program.   Such  practices  shall  be  pointed  out  to  the  contractor 
and  treated  like  other  contract  requirements. 

4.  Safety  First  shall  apply  to  implementation  of  training  on-the-job. 
Required  Reports: 

A.    Each  Prime  Contractor  and  all  subcontractor  shall  submit  report  form  EEO  5 
as  directed  by  the  instructions  below: 

a)   Three  copies  of  the  monthly  EEO  5  report  are  to  be  submitted  to  the 
Resident  Engineer  prior  to  the  second  Friday  following  the  end  of  the 
reporting  period.   The  Resident  Engineer  will  retain  one  copy  and  for- 
ward two  copies  to  the  EEO  Coordinator  prior  to  the  third  Friday  following 
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the  end  of  the  reporting  period. 

b)  The  prime  contractor  and  each  subcontractor  must  submit  this  form 

for  the  last  full  payroll  period  preceeding  the  end  of  each  month.       | 

c)  Procedures  requiring  submission  on  a  monthly  basis  is  still  in  effect. 

B.  Report  form  EEO  5  submitted  monthly  by  contractor  monthly  for  each  individual 
for  the  month  of  July.   This  July  report  supports  the  statistical  data  re- 
quired nationwide.   Special  emphasis  will  be  placed  on  completeness  and  on 
timely  receipt  of  this  July  report.  A  late  report  will  negate  its  use  for 
this  purpose. 

C.  Contractors  Monthly  Training  Report 

This  report  is  to  be  completed  by  the  contractor  monthly  for  each  individual 
employed  on  this  contract  (including  any  subcontracts  under  it  who  have 
received  training  durirg  the  month  under  the  training  special  provision 
7-2(2).  The  cutoff  date  for  reporting  is  the  last  working  Friday  of  the 
month.  The  contractor  then  has  until  the  first  Friday  of  the  following 
month  to  submit  three  copies  of  the  report  to  the  Resident  Engineer  who 
will  forward  these  to  this  office,  prior  to  the  second  Friday  of  the  month. 

D.  Contractor  Quarterly  Training  Report  -  HO  30-16 

1.  Contractor  Quarterly  Training  Report  submitted  on  form  HO  30-16  shall 
be  submitted  in  triplicate  to  the  State  Highway  Resident  Engineer  not 
later  than  the  20th  of  the  month  following  the  end  of  the  quarter  covered 
by  the  report.   This  report  is  applicable  only  to  contracts  in  which  the 
required  training  special  provision  FHWA  7-2(2)  has  been  inserted. 

2.  This  report  shall  be  submitted  April  20,  July  20,  October  20,  and  Jan  20. 

3.  One  report  will  be  completed  for  each  trainee  on  the  project  being 
trained  in  an  approved  training  program  as  required  by  FHWA  Interim 
Order  7-2(2). 

4.  Initial  copies  of  HO  30-16  forms  should  be  provided  the  contractor 
at  the  pre-construction  conference. 

5.  Additional  copies  are  available  upon  request  from  the  EEO  Office  -  Helena 

6.  The  Resident  Engineer  will  retain  one  copy  for  the  project  file  and 
forward  two  copies  to  the  EEO  Coordinator. 

The  Resident  Engineer  will  be  responsible  for  monitoring  receipts  and  forwarding 
all  EEO  reports  which  pertain  to  projects  within  his  jurisdiction.  He  will  re- 
view all  reports  for  legibility,  reliability,  reasonable  accuracy  and  promptness 
and  his  signature  on  the  report  form  will  verify  the  above. 


District  EEO  Officer 

Summary  reports  for  each  project  shall  be  required  by  the  EEO  Coordinator  at 
least  once  during  a  work  season.   The  EEO  Coordinator  or  a  representative 
from  his  office  shall  conduct  the  compliance  reviews.   The  EEO  Coordinator 
shall  inform  the  contractor  in  writing  requesting  the  availability  of  re- 
quired documents.   At  least  15  days  in  advance  of  an  EEO  Compliance  Review  to 
be  conducted.   Required  documents  shall  include  but  not  be  limited  to  the 
following: 

1.  Most  recent  payroll  information  sufficient  to  complete  EEO  #5 

2.  Copy  of  EEO  Policy  statement. 

3.  Any  records  substantiating  the  contractor's  EEO  efforts  in  any  regard. 

4.  Indicate  time,  date  and  location  review  will  be  held. 

5.  A  copy  of  the  review  form  to  be  used  will  be  enclosed  for  the  contractor's 

self  evaluation  prior  to  the  state  review. 

6.  Request  the  presence  of  the  company  EEO  officer  or  another  knowledgeable 
company  official  at  the  review. 

The  EEO  Coordinator  will  furnish  a  copy  of  the  original  report  to  the  District 
EEO  Officer  and  Resident  Engineer  for  their  project  and  district  files.   Frequency 
of  compliance  reviews  shall  be  determined  by  the  EEO  Coordinator. 

The  District  EEO  Officer  will  refer  to  the  Project  site-record  when  conducting  his 
review  and  will  indicate  compliance  by  his  signature  where  indicated  on  page   42 
He  need  not  indicate  compliance  item  by  item  in  this  record. 

Additional  Reviews 

Additional  reviews  may  be  conducted  by  State  and  Federal  officer;3  at  contractor's 
offices  and  away  from  the  project  site.   The  material  to  be  reviewed  will  not  differ 
significantly  from  that  found  on  page  1  -  7  of  this  site  record, 

Site-Record  Maintenance: 

1.  As  each  of  the  Special  Provisions  is  reviewed,  the  project  personnel  will 
enter  the  date  and  reviewer's  initials  in  the  first  space  provided  in  the 
project  site  record. 

2.  If  the  contractor  is  determined  to  be  in  compliance,  circle  "Yes"  under 

In  Compliance  on  the  same  line  and  enter  a  brief  notation  on  the  blank  page 
opposite  the  provision  under  review  concerning  the  actions  taken  by  the 
contractor  to  comply  with  the  provision.   List  any  documentation,  corres- 
pondence, records,  etc.,  observed  to  support  the  determination. 

3.  If  one  or  more  deficiencies  are  noted,  circle  "no"  and  verbally  advise  the 
contractor's  EEO  Officer  or  project  site  EEO  representative  of  the  finding 
with  a  request  that  corrective  action  be  taken  within  a  specified  time 
period  which  shall  be  no  longer  than  the  minimum  time  necessary  to  correct 
the  non-compliance.   Enter  a  notation  to  this  effect  on  the  blank  page 
opposite  the  provision  and  follow  up  on  the  date  specified  to  ensure  that 
corrective  action  has  been  initiated  by  the  contractor. 


a)  If  corrective  action  placing  the  contractor  in  compliance  has  been 

taken,  repeat  action  called  for  in  item  number  1  on  the  preceding  page. 

b)  If  corrective  action  has  not  been  taken  within  the  time  period  specified 

a  written  notification  via  the  Division  Engineer  to  the  EEO  Co- 
ordinator should  be  submitted: 

1)  Name  of  contractor  and  project  number. 

2)  Date  and  description  of  deficiency  noted. 

3)  Name  of  contractor's  project  site  EEO  representative  and  date 
by  which  he  was  requested  to  take  corrective  action, 

4)  Date  follow-up  review  conducted. 

5)  This  action  shall  precede  the  formal  EEO  notice. 

Sanctions : 

Failure  by  the  contractor  or  subcontractor  to  submit  or  provide  specific  infor- 
mation, records,  reports,  or  certification,  to  post  notices  as  required  or  to 
fail  to  take  corrective  action  within  a  specified  time  after  formal  Equal 
Opportunity  notice  from  the  EEO  Coordinator,  shall  be  considered  to  be  in  will- 
ful non-compliance  of  Required  Contract  Provisions  and  Special  Provisions  of  the 
project  contract.   Non-compliance  sanctions  may  include  withholding  of  payments 
and  cancellation  as  per  Section  11,  Paragraph  2,  subparagraph  f  of  PR  1273. 

1.  Any  amount  deducted  and  not  paid  to  the  contractor  for  willful  non- 

compliance will  be  paid  on  the  progress  or  semi-final  payment 
following  correction  of  the  deficiency. 

2.  Payments  withheld  shall  continue  to  be  withheld  until  the  respective 

deficiencies  are  corrected. 

3.  The  procedure  for  deduction  and  payment  release  will  apply  separately 

to  each  respective  case  of  non-compliance. 
The  Resident  Engineer  shall  inform  the  Division  Engineer  and  the  EEO  Coordinator 
of  any  practices  by  the  Contractor  that  would  require  application  of  the  above 
sanctions. 
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KIIWA  iircJer,  interim    l-l(l) 
Kcqui  ri-ment 


tra:king  special  provision 

This  Training  Special  Provisior.  supersedes  Section  7b  of  the  Required  Contract  Provision  entitled  "Equal 
Employment  Opportunity  Responslbiliries ',  and  is  In  Implementation  of  23  U.S.C.  140. 

As  part  of  the  contractor's  ec-a.1  e-.p^^oyxer.t  opportunity  affirmative  action  program,  training  shall  be 
provided  as  follows: 

The  contractor  shall  provide  or.-cr.a-job  training  aimed  at  developing  full  journeyman  in  the  type  of  trade 
involved.   The  number  of  trainees  to  be  trained  under  this  contract  will  be  the  number  stipulated  in  the  special 
provision  entitled,  "TRAINEES  FOR  TRAINING  PROGRAM"  found  elsewhere  in  this  contract.   In  the  event  the  contrac- 
tor subcontracts  a  portion  of  the  contract  work,  he  shall  determine  how  many,  if  any,  of  the  trainees  are  to  be 
trained  by  the  subcontractor,  provided  however,  that  the  contractor  shall  retain  the  primary  responsibility  for 
meeting  the  training  requirements  ir^50sec  by  this  special  provision.   The  contractor  shall  also  insure  that  this 
Training  Special  Provision  is  made  applicable  to  such  subcontract. 

The  number  of  trainees  shall  be  distributed  among  the  work  classifications  on  the  basis  of  the  contractor  s 
needs  and  the  availability  of  journeymen  In  the  various  classifications  within  a  reasonable  area  of  recruitment. 
Prior  to  commenaing  aonstruation,    the  aontraator  shall  acquire  approval  of  his  program  for  the  contract.      The 
program  shall  be  submitted  to  the  State  Highway  Department  for  approval.      The  number  of  trainees  to  be  trained 
in  each  selected  classification  shall  be  designated.      The  contractor  will  be  credited  for  each  trainee  employed 
by  him  on  the  contract  work  who  is  currently  enrolled  or  becomes  enrolled  in  an  approved  program  and  will  be  re- 
imbursed for  such  trainees  as  provided  hereinafter. 

Training  and  upgrading  of  ne^Ders  of  minority  groups  is  a  primary  objective  of  this  Training  Special  Provi- 
sion.  Accordingly,  the  contractor  s.-.&ll  maice  every  effort  to  enroll  minority  trainees  (e.g.,  by  conducting  sys- 
tematic and  direct  recruitment  throufe'r.  public  and  private  sources  likely  to  yield  minority  trainees)  to  the  extent 
such  persons  are  available  witnir.  £  reasonable  area  of  recruitment.  The  contractor  will  be  given  an  opportunity 
and  will  be  responsible  for  de~onst rating  the  steps  that  he  has  taken  in  pursuance  thereof,  prior  to  a  determi- 
nation as  to  whether  the  contractor  is  in  co-pliance  with  this  Training  Special  Provision.   This  training  commit- 
ment is  not  intended,  and  shall  .-.ot  be  used,  to  discriminate  against  any  applicant  for  training,  whether  a  member 
of  a  minority  group  or  not. 

No  employee  shall  be  employed  as  a  trainee  in  any  classification  in  which  he  has  successfully  completed  a 
training  course  leading  to  jourr.eyr.=  r.  status  or  in  which  he  has  been  emp]<yed  as  a  journeyman. 

The  minimum  length  and  type  of  training  for  each  classification  will  be  as  established  in  the  training  pro- 
gram selected  by  the  contractor  and  i.-^^:ow&Ci   by  the  State  Highway  Department  and  the  Federal  Highway  Administration. 
The  State  Highway  Department  and  tr,e  Fecerai  Highway  Administration  shall  approve  a  program  if  it  is  reasonably  cal- 
culated to  meet  the  equal  employment  opportunity  obligations  of  the  contractor  and  to  qualify  the  average  trainee 
for  journeyman  status  in  the  classification  concerned  by  the  end  of  the  training  period.   Existing  programs  approved 
by  the  Departments  of  Labor  or  Transportation  as  of  the  date  of  proposed  use,    shall  be  considered  acceptable  under  this 
Training  Special  Provision,  except  in  ihose  cases  where  the  Secretary  of  Transportation,  the  Federal  Highway  Admin- 
istrator, or  the  State  Highway  Depart.T.ent  has  determined  that  the  program  is  not  administered  in  a  manner  consistent 
with  the  equal  employment  obligations  of  ?eoeral-aid  highway  construction  contracts. 

Except  as  otherwise  noted  below,  the  co.itractor  will  be  reimbursed  $800  under  this  contract  for  each  employee 
that  is  trained  in  accordance  with,  and  for  at  least  the  minimum  period  specified  in,  the  approved  training  program. 
As  approved  by  the  engineer,  reimbursement  will  be  made  for  training  of  persons  in  excess  of  the  number  specified 
herein.   This  reimbursement  will  be  made  even  though  the  contractor  receives  additional  training  program  funds  from 
other  sources,  provided  such  other  source  does  not  specifically  prohibit  the  contractor  from  receiving  other  reim- 
bursement . 

It,  in  the  judgment  of  the  contractor,  a  trainee  becomes  proficient  enough  to  qualify  as  a  journeyman  before 
the  end  of  the  prescribed  training  period,  anc  tr.e  contractor  so  employs  such  trainee,  full  credit  and  full  payment 
to  the  contractor  will  be  made  provided  that  the  period  of  training  given,  plus  the  length  of  employment  as  a  jour- 
neyman in  the  classification  for  which  trained,  are  equal  to,  or  in  excess  of,  the  training  period  set  forth  In  the 
approved  training  program.   If  the  period  of  trilr.lr.g  given  plus  the  period  emploved  as  a  journeyman  do  not  equal  or 
exceed  the  training  period  set  forth  in  the  approved  training  program,  the  contractor  will  be  paid  80  cents  for  each 
hour  the  trainee  was  trained  and  employed  as  a  journeyman  by  the  contractor,  provided  that  such  payment  shall  not 
exceed  $800,  under  this  contract. 

If  less  than  the  full  traini.-g  specified  in  t'-.e  approved  training  program  is  provided  and  a  trainee  is  not  em- 
ployed by  the  contractor  as  a  journeyman  in  the  classification  for  which  trained,  payment  to  the  contractor  will  be 
made  at  a  rate  of  80  cents  for  each  hour  of  training  completed,  except  that  the  total  reimbursement  will  not  exceed 
S800,  under  this  contract.   However,  no  payment  shall  be  made  to  the  contractor  if  either  the  failure  to  provide  the 
required  training,  or  the  failurt  to  hire  the  trainee  as  d  journeyman,  is  caused  by  the  contractor  and  evidences  a 
lack  of  good  faith  on  the  part  of  the  contractor  in  meeting  the  requirements  of  this  Training  Special  Provision. 

Trainees  will  be  paid  at  least  60  percent  of  the  appropriate  minimum  journeyman's  rate  specified  in  the  contract 
for  the  first  half  of  the  training  period,  75  percent  for  the  third  quarter  of  the  training  period,  and  90  percent 
for  the  last  quarter  of  the  training  period,  unless  apprentices  or  trainees  in  an  approved  existing  program  are  en- 
rolled as  trainees  on  this  project.   In  that  case,  the  appropriate  rates  approved  by  the  Departments  of  Labor  or 
Transportation  in  connection  with  the  existing  program  shall  apply  to  all  trainees  being  trained  for  the  same  classi- 
fication who  are  covered  by  this  Training  Special  Provision. 

The  contractor  shall  provide  each  trainee  with  a  certification  showing  the  type  and  length  of  training  satis- 
factorily completed. 

The  contractor  will  provide  for  the  maintenance  cl  recorcs  and  furnish  periodic  reports  documenting  his  perfor- 
mance under  this  Training  Special  Provision. 


11-1-70 
REV.  2-1-71 
REV.   6-1-71 


QUESTIONS  AND  ANSWERS  PERTAINING  TO  FHWA 
INTERIM  ORDER  7-2(2) 
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The  following  questions  and  answers  have  been  developed  to  provide  instructions 
and  interpretations  to  faclitate  implementation  of  the  training  program  established 
by  FHWA  Order,  Interim  7-2(2). 

1.  What  is  the  objective  of  the  training  program? 

ANSWER:   The  objective  of  the  training  program  is  two-fold.   (1)  To  train 
skilled  workers  for  the  highway  construction  program  and  (2)  to  promote  equal 
employment  opportunity  through  employment  and  training  of  minorities  and 
disadvantaged . 

2.  How  were  the  suggested  minimum  annual  State  goals  contained? 

ANSWER:   State  goals  were  derived  by  distributing  the  annual  nation-wide  goal 
of  10,000  one-half  on  the  basis  of  relative  apportionment  of  Federal-aid 
funds  and  one-half  on  the  basis  of  minority  population. 

3.  When  does  the  contractor  need  to  advise  the  State  of  the  training  program(s) 
he  selects? 

ANSWER:   Each  training  program  shall  be  submitted  to  the  State  Highway  Depart- 
ment at  the  preconstruction  conference.   The  program  must  be  approved  by  both 
the  State  EEC  Office  and  FHWA  prior  to  the  contractor  beginning  work  on  the 
project. 

4.  When  must  the  contractor  submit  a  list  of  the  number  of  trainees  he  proposes 
to  train  in  each  selected  classification,  and  who  needs  to  approve  this? 

ANSWER:   This  information  must  be  submitted  to  the  State  Highway  Department. 
This  must  meet  with  approval  of  State  Highways  and  the  FHWA. 

5.  What  criteria  should  the  State  use  in  evaluating  the  distribution  of  trainees 
proposed  by  the  contractor? 

ANSWER:   It  is  intended  that  this  authority  will  be  exercised  in  such  a  manner 
manner  so  as  to  provide  for  the  contractor's  bona  fide  needs  and  those  of  the 
highway  construction  industry  within  the  normal  area  of  recruitment. 

6.  Can  credit  be  given  for  providing  training  to  an  employee  if  he  is  being  paid 
at  the  full  journeyman  wage  rate  for  the  job  classification  in  which  he  is 
receiving  training? 

ANSWER:   Yes,  providing  he  has  not  previously  been  employed  as  a  journeyman 
under  the  job  classification  for  which  he  is  receiving  training  under  an 
approved  program. 

7.  What  is  meant  by  the  term  "journeyman"  as  used  in  this  order? 

ANSWER:   By  "journeyman"  we  mean  any  craftsman  considered  capable  of  per- 
forming all  the  major  duties  of  a  particular  work  classification. 

8.  Must  all  of  the  training  be  performed  on  the  project? 
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ANSWER:   No.   Some  off-site  training  is  permissible  as  long  as  the  training 
is  an  integral  part  of  an  approved  training  program  and  the  trainee  is  con- 
currently employed  on  a  federally-aided  highway  construction  project  subject 
to  the  special  provision  attached  to  FHWA  Order,  Interim  7-2(2). 

9.   Can  Federal-aid  highway  funds  legally  participate  in  on-the-job  and  related 
off-site  training  costs? 

ANSWER:   Yes.   Our  legal  counsel  has  advised  that  these  costs  are  eligible 
construction  costs.   However,  it  is  necessary  that  the  training  be  directly 
related  to  a  Federal-aid  Highway  construction  contract  subject  to  the 
special  provision  attached  to  the  Interim  Order  7-2(2). 

10.  Can  institutionalized  training  prior  to  award  of  contract  be  reimbursed? 

ANSWER:   The  contractor  can  not  be  reimbursed  for  any  institutionalized 
training  received  prior  to  the  award  of  the  contract. 

11.  Should  the  trainee  be  furnished  a  copy  of  the  training  program  under  which 
he  will  be  trained? 

ANSWER:   Yes.   The  contractor  must  furnish  the  trainee  a  copy  of  the  program 
he  will  follow  in  providing  the  training. 

12.  Can  workers  be  trained  in  skills  which  are  frequently  associated  with  the 
laborer  classification? 

ANSWER:   Yes,  such  job  classifications  as  asphalt  raker  and  air  hammer 
operator  are  acceptable. 

13.  Are  truck  drivers  an  acceptable  type  of  training? 
ANSWER.   Yes. 

14.  If  a  trainee  is  trained  on  two  or  more  contracts,  can  credit  be  given  to 
each  toward  fulfillment  of  the  contractual  obligation? 

ANSWER:   Yes,  providing  the  greatest  practical  amount  of  training  has  been 
provided  to  the  trainee  on  each  contract. 

15.  If  a  trainee  is  trained  on  two  or  more  contracts,  can  each  contractor  earn 
the  $800  maximum? 

ANSWER:   Yes,  but  only  if  he  provides  at  least  1,000  hours  of  training. 
Otherwise  payment  would  be  made  at  80  cents  per  hour. 

16.  Can  a  contractor  be  credited  and  receive  reimbursement  for  a  trainee  brought 
on  to  a  project  at  any  stage  of  his  training? 

ANSWER:   Yes,  for  example,  a  trainee  could  be  brought  on  to  a  project  in  his 
tenth  week  of  a  26  week  program  or  during  the  second  year  of  a  4  year  ap- 
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prenticeship  program.  However,  it  is  not  intended  that  a  contractor  will 
receive  credit  or  reimbursement  on  more  than  one  Federal-aid  contract  for 
training  the  same  employee  in  a  single  work  classification  unless  the  con- 
tractor can  satisfactorily  document  that  he  has  made  a  good  faith  effort  to 
provide  the  greatest  feasible  amount  of  training  to  the  trainee  on  each 
contract. 

17.  Can  this  training  program  be  used  for  upgrading? 

ANSWER:   Yes,  Training  is  not  limited  to  unskilled  workers.   For  example, 
it  would  be  permissible  to  upgrade  an  asphalt  screen  operator  to  asphalt 
paver  operator,  or  an  oiler  to  an  equipment  operator. 

18.  Can  a  contractor  be  reimbursed  for  training  more  trainees  than  the  number 
specified  in  his  contract? 

ANSWER:   Yes,  training  of  additional  persons  is  encouraged,  but  the  con- 
tractor should  secure  concurrence  in  the  additional  number  from  the  State 
Highway  Department. 

19.  How  is  a  contractor  to  know  if  a  potential  trainee  has  previously  been 
employed  as  a  journejmian? 

ANSWER:   The  contractor  should  satisfy  himself  by  asking  the  trainee  this 
question  in  his  application  or  by  other  similar  means. 

20.  Will  a  subcontractor  v/ho,  in  providing  training  in  fulfillment  of  the 
prime  contractor's  required  number,  be  reimbursed  directly  by  the  State? 

ANSWER:   No.   The  State  will  make  reimbursement  directly  to  the  prime  con- 
tractor as  is  done  for  any  other  contract  items. 

21.  To  what  extent  may  progress  payments  be  permitted  for  training  provided? 

No  progress  payments  will  be  made  prior  to  completion  of  the  approved 
program  or  until  the  project  is  completed.   If  the  project  is  completed 
prior  to  the  completion  of  the  training  the  contractor  will  receive 
$.80/hour  for  each  hour  of  training  he  provides. 

22.  How  will  it  be  determined  that  a  contractor  has  satisfied  his  contractual 
responsibility  under  this  special  training  provision? 

ANSWER:   The  contractor  will  have  fulfilled  his  responsibilities  if  he 
has  provided  acceptable  training  to  the  number  of  trainees  specified.   The 
number  trained  should  be  determined  on  the  basis  of  the  total  number  enrolled 
on  the  contract  for  a  significant  period.   It  is  normally  expected  that  a 
trainee  will  remain  on  the  project  as  long  as  training  opportunities  exist 
in  his  work  classification  or  until  he  has  completed  his  training  program. 
It  is  not  required  that  all  trainees  be  on  board  for  the  entire  length  of 
the  contract.   For  instance,  a  contract  containing  grading  and  paving  may 
have  two  separate  acts  of  trainees,  the  sum  of  which  would  be  credited  to 
the  contractor. 
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23.  Can  a  contractor  be  credited  and  receive  full  payment  ($800)  for  providing 
training  under  a  program  which  contains  less  than  1,000  hours  of  training? 

ANSWER:   Yes,  providing  the  training  program  and  the  contractor's  selection 
of  the  types  to  be  trained  have  been  approved, 

24.  Can  a  contractor  be  credited  and  receive  full  payment  ($800)  if,  before  the 
end  of  the  prescribed  training  period,  the  contractor  employes  the  trainee 
as  a  journeyman  for  the  remaining  period  of  the  training  on  another  highway 
project  not  subject  to  the  special  training  provision? 

ANSWER:   Yes.   This  is  still  considered  to  be  consistent  with  the  intent  of 
the  special  provisions. 

25.  If  a  project  authorized  after  October  17  does  not  contain  the  special  train- 
provision  does  this  mean  the  contractor  has  no  responsibility  for  pro- 
viding training  on  that  project? 

ANSWER:   No,  paragraph  7b  of  the  special  provision  attached  to  FHWA  Order, 
Interim  7-2(1)  is  superseded  only  for  those  projects  selected  by  the  State 
for  inclusion  of  the'  special  training  provision.   For  all  other  Federal-aid 
projects  training  efforts  will  continue  to  be  expected  in  accordance  with 
paragraph  7  of  the  special  provision  entitled  "Required  Contiract  Provisions" 
Equal  Employment  Opportunity  Responsibilities." 

26.  May  contracts  which  did  not  contain  the  special  training  provision  attached 
to  FHWA  Order,  Interim  7-2(2)  in  the  advertised  specifications  be  modified 
by  change  order  to  provide  reimbursement  for  training? 

ANSWER:   No,  since  training  under  those  contracts  is  an  incidental  cost  item. 

27.  Is  the  goal  suggested  for  each  state  affected  by  the  number  of  trainees  that 
were  expected  to  be  trained  under  existing  programs? 

ANSWER:   No.   For  example,  trainees  that  have  started  training  on  existing 
contracts  should  ultimately  continue  their  training  on  new  contracts  con- 
taining the  special .training  provisions.   The  Contractor  could  receive  credit 
for  the  trainee  and  also  receive  reimbursement  in  accordance  with  the  tenns 
of  his  contract.   The  state  would  also  be  credited  with  such  a  trainee  toward 
achievement  of  its  goal. 

28.  Has  a  contractor  breached  his  contract  if  he  fails  to  train  the  required 
number  of  trainees? 

ANSWER:   Not  if  he  can  clearly  demonstrate  he  used  his  best  efforts  to  comply. 

29.  How  long  may  a  training  program  be  used  without  seeking  renewal  of  approval? 

ANSWER:   A  training  program  may  be  considered  approved  indefinitely  unless 
bidders  are  otherwise  notified. 

30.  May  the  classification  of  oiler  be  trained  to  journeyman  status? 
ANSWER:   Yes,  providing  the  end  result  is  journeyman  status. 
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31.  Considering  a  suspension  of  state  and  federal  wage  rates,  what  is  considered 
a  journeyman's  wage  rate? 

ANSWER:   The  wage  rates  paid  journeymen  on  that  job  will  be  considered  the 
required  rate  for  trainees  on  the  same  project. 

32.  Can  a  common  laborer  be  upgraded  to  "stake- jumper",  driller;  skilled  or 
semi-skilled? 

ANSWER:   Yes,  the  criteria  shall  be  based  on  the  rate  of  pay  and  shall  be 
considered  an  up-grade  when  an  increase  in  pay  would  occur. 
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CONTRACTOR'S    INSTRUCTIONS 

FOR 

REQUIRED  ON-THE-JOB  TRAINING  PROGRAM  FORMAT 

The  following  instructions  address  themselves  to  items  1  through  14  of  the  Contractor's 
Required  On-The-Job  Training  Program  Format,   One  format  must  be  submitted  for 
each  work  classification  in  which  training  will  be  conducted.   The  format  to 
be  used  is  on  the  following  page. 

Item  1  -  Specify  the  work  classification  for  which  this  training  course 
will  be  offered. 

Item  2  -  Specify  the  category  of  trainees  to  be  trained.   Specify  one  of 
the  following:   Upgrade  of  current  employees,  training  of  new  employees 
at  entry  level,  upgrading  and  training  of  current  and  new  employees. 

Item  3  -  Specify  the  minimum  qualifications  required  for  trainees  entering 
the  training  program.   Included,  but  not  limited  to,  shall  be  minimum  starting 
age  and  prerequisite  education  or  experience. 

Item  4  -  Specify  the  approximate  total  training  time  to  be  required  for  full 
completion  of  this  training  program. 

Item  5  -  This  item  and  its  sub-parts  must  reflect  in  its  entirety  a  training 
schedule  consistent  with  the  intent  of  this  training  order.   This  schedule 
will  be  accompanied  by  the  allocation  of  the  approximate  amount  of  time 
to  be  spent  in  each  major  process  or  division  of  the  trade.   The  time  element 
shall  be  further  consistent  with  industry  practice.   Each  major  division 
shall  include  safety  as  a  specific  training  sub-unit. 

Item  5A  -  Orientation  and  Observation 

This  item  requires  introduction  of  safety  procedures  as  the  initial  unit. 

(1)  Safety  procedures.   Specify  detailed  activities  as  they  apply. 

(2)  Observation  of  Basic  Skills 

This  item  requires  the  listing  of  specific  basic  skills  to  be 
demonstrated  for  the  trainee  and  shall  set  forth  from  where 
the  trainee  shall  observe,  (i.e.,  as  participating  observer 
or  as  passenger.)   The  contractor  will  observe  State  safety 
requirements  in  conducting  all  training  activities. 

(3)  Manipulation  of  tools  or  equipment. 

Specify  tools  or  equipment  and  those  introductory  unit  activities 
to  be  presented  initially  as  a  part  of  the  training  program. 

Item  5B  -  Care  and  Maintenance,  or  Special  Preparations. 

This  item  requires  listing  of  basic  skills  and  activities  which  prepare  the 
trainee  for  maintenance  and  care  of  tools  or  equipment  and/or  special  pre- 
parations required  in  this  work  category.   This  makes  reference  to  such 
items  as  lubrication  and  fueling  of  a  piece  of  equipment  or  special  cleaning 
of  a  tool.   Safety  is  required  item.   Additional  items  will  be  listed  to 
reasonably  develop  the  program. 
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Item  5C  -  Applied  techniques  or  methods 

Specify  those  techniques  or  methods  utilized  in  the  craft.   Safety  is  a 
required  item.   Additional  items  will  be  listed  to  reasonably  develop 
the  program. 

Item  5D  -  Actual  Application  or  Operation. 

Specify  basic  skill  developing  activities  in  which  the  trainee  actually 
operates  tools  or  equipment  and  applies  the  skills  presented  in  item  5  A, 
B,  and  C.   Safety  is  a  required  item.   Additional  items  will  be  listed 
to  reasonably  develop  the  program. 

Item  6  -  Indicate  if  off-site  related  instruction  is  to  be  required  as  a 
part  of  the  training  included  in  the  program. 

Item  7  -  Indicate  the  name  and  address  of  the  organization  providing  the 
off-site  related  instruction. 

Item  8  -  Specify  the  number  of  hours  which  will  be  provided  a  trainee  in 
off-site  related  instruction  under  the  program. 

Item  9  -  This  item  establishes  the  specific  method  of  trainee  evaluation  to 
be  used  in  the  training  program. 

Sub-paragraph  9b  -  A  unit  shall  be  considered  one  of  the  four 
sub-headings  under  item  5  of  the  training  format. 

Item  10  -  This  item  requires  the  contractor  to  provide  for  recognition  of  trainees 
who  successfully  complete  the  training  program.   The  contractor  will  provide  a 
certification  of  completion  which  describes  the  type  and  length  of  training  sat- 
isfactorily completed  and  acknowledges  the  trainee  as  an  employee  competent  to 
work  as  a  journeyman  in  the  work  classification  for  which  trained. 

Item  11  -  This  item  clarifies  that  the  minimum  wages  of  trainees  will  be  as 
specified  in  FHWA  Order  Interim  7-2(2). 

Item  12  -  Specify  the  number  of  hours  of  training  that  will  be  provided  each  trainee 
enrolled  in  this  training  program  on  this  project. 

Item  13  -  This  item  requires  submittal  of  training  report  form  EEO  la.,   monthly 
training  report. 

Item  14  -  This  item  requires  submittal  of  training  report  form  HO  30-16  quarterly 
and  any  other  information  about  the  training  program  on  trainee  status  to  the 
engineer  upon  request. 
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contractor's  required  on-the-job  training  program  format 

The  following  items  shall  be  completed  by  all  successful  bidders  with  7-2(2) 
Contract  Provisions,  and  shall  constitute  the  contractors  required  training 
program  submittal  as  set  forth  under  Federal  Highway  Administration  Order 
Interim  7-2(2).   Instructions  are  provided  separately  on  the  proceeding  page. 

WHEN  A  training  PROGRAM  TO  BE  USED  ON  THIS  PROJECT,  HAS  RECEIVED 
PRIOR  APPROVAL  FROM  THE  U.S.  DEPARTMENTS  OF  LABOR  AND/OR  TRANS- 
PORTATION, COMPLETION  OF  THE  FOLLOWING  FORM  WILL  NOT  BE  REQUIRED. 
In  such  case,  Certification  Form  EEO  #11  must  be  submitted  in  liew 
of  this  format.   This  will  certify  that  the  bidder  will  use  an  On-The 
Job  Training  program  or  Apprenticeship  program  already  approved 
by  the  U.S.  Department  of  Transportation  or  the  U.S.  Department  of 
Labor  in  fulfilling  training  program  requirements  for  this  project. 

The  primary  objective  of  this  training  program  shall  be  to  train  and  upgrade 
members  of  minority  groups  as  is  set  forth  in  the  Training  Special  Provisions 
of  this  contract. 


Project  Name  &  Number 

1.  The  work  classification  and  number  of  trainees  for  which  this  training  program 
is  established: ^ 

2.  The  category  of  trainees  to  be  trained  shall  be  the  


3.   Minimum  qualifications  for  trainees  shall  be  as  follows: 

a. ^^_____ 

b.  


4.   Total  training  time  will  be: 


5.   Schedule  of  Work  Processes: 

(If  additional  space  is  require  use  the  reverse  side  of  the  page) 

A.   Orientation  and  Observation 

(1)   Safety  Procedures  ^Hours 


(2)   Observation  of  Basic  Skills  Hours 
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(3)   Manipulation  of  tools  or  equipment 


Hours 


B.   Care  and  Maintenance,  or  Special  Preparations 
(1)   Safety 
(2) 
(3) 

(4) 

C  Applied  Techniques  or  Methods 
(1)  Safety 

(2) 

(3) 

(4) 

(5) 
D.   Actual  Application  or  Operation 

(1)  Safety 

(2) 

(3) 

(4) 

(5) 

6.   Off-site  related  instruction  


Hours 
Hours 


Hours 


_Hours 
_Hours 
_Hours 
_Hours 
Hours 


Hours 


Hours 


_Hours 

_Hours 

Hours 


Hours 


will  be  required 


will  not  be  required 


to  supplement  this  training  course. 
7.   If  required,  related  instruction  will  be  provided  by 


If  required,  related  instruction  will  not  exceed 


hours, 


9,   Evaluation  or  grading  of  each  trainees  performance  on  the  job  will  be 
documented  using  the  following  procedures: 
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a.  Each  trainee  will  be  reviewed  upon  the  completion  of  each  major  work 
process  or  unit  study. 

b.  The  contractor's  supervisor  of  training  will  certify  each  trainee's 
evaluation  in  written  form  including  the  number  of  hours  for  whiich 
trained  in  each  unit  and  provide  one  copy  to  the  trainee. 

c.  The  evaluation  need  only  indicate  a  pass/fail  status.   If  a  fail 
status  is  indicated,  the  contractor  will  provide  documentation  of 
incidents  which  support  a  fail  status. 

10.  The  contractor  will  provide  for  recognition  of  trainees  successful  completion 
by  providing  a  certification  of  completion  of  training  as  a  journeyman  in  the 
craft  for  which  trained. 

11.  Minimum  Wages  of  trainees  will  follow  the  criteria  established  in  FHWA  Order 
Interim  7-2(2) . 

12.  The  minimum  length  of  training  to  be  provided  any  trainee  enrolled  in  this 
program  on  this  project  shall  be  not  less  than hours. 

13.  The  contractor  shall  submit  monthly  training  report  EEO  7a. 

14.  The  contractor  shall  submit  quarterly  training  report  HO  30-16  and  shall 
maintain  any  such  records  as  are  essential  to  completing  this  report.   He 
shall  provide  other  information  about  the  training  program  or  concerning 
trainee  status,  to  the  State  Highway  EEO  Coordinator  upon  request. 

When  completed,  signed  and  dated,  the  above  items  constitute  the  contractor's 
required  training  program  submittal.   All  items  must  be  completed  or  explained 
before  acceptance  of  this  submittal  will  be  made.   A  separate  contractor  training 
program  may  be  attached  to  this  document  as  long  as  above  items  are  completed. 


(Date)  (Signature  authorized 

Contractor  representative) 


(Title) 


(contractor) 
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CONTRACTOR'S  CERTIFICATION 
OF 
PREVIOUSLY  APPROVED  TRAINING  PROGRAMS 

Successful  bidders  desiring  to  use  On-The-Job  Training  Programs  and/or  Apprentice- 
ship Training  programs  previously  approved  by  the  Federal  Departments  of  Labor  and/ 
or  Transportation  shall  certify  the  craft  for  which  training  will  be  provided, 
the  date  and  by  whome  these  programs  were  previously  approved.   If  an  On-The-Job 
Training  Program  has  been  previously  approved  by  Departments  of  Labor  and/or 
Transportation  and  used  by  your  company  in  a  state  other  than  Montana  a  copy  of  the 
previously  approved  program  must  accompany  this  form  when  submitted. 

1.   On-The-Job  Training  Programs  previously  approved: 

a. 

Work  Classification  and  number  of  trainees  to  be  trained. 


(Project  name  and  number  if  previously  used  on  a  highway  project, 
If  a  state  other  than  Montana,  a  copy  must  be  submitted) 


(date  approved)  (approving  agency) 

B. 

(Work  Classification  and  number  of  trainees  to  be  trained) 


(Project  name  and  number  if  previously  used  on  a  highway  project, 
If  state  other  than  Montana,  a  copy  must  be  submitted) 


(date  approved)  (approving  agency) 

2.   Apprenticeship  training  programs  previously  approved: 

a. 

Apprenticeship  Training  Craft  and  number  of  trainees  to  be  trained. 


Approving  Agency 


b. 


Apprenticeship  Training  Craft  and  number  of  trainees  to  be  trained, 


(Approving  Agency) 


Signature  of  contractor's  authorized  representative 

Title 
Date 
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SECTION      III 
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CONTRACTOR  EEO  SELF- EVALUATION  GUIDELINE 

The  following  sample  questions  are  provided  to  prepare  the  contractor  for  EEO 
Compliance  Reviews  which  will  be  conducted  during  the  course  of  his  project. 

1,   Has  the  Contractor  designated  to  the  State  Highway  Department  the  name 
and  the  title  of  its  EEO  Officer,  and  does  this  officer  have  adequate 
authority  and  responsibility  to  effectively  administer  and  promote  an 
active  EEO  program? 


Name 

Title 


Has  the  Contractor  formally  adopted  as  its  operating  policy  the  following  EEO 
policy  statement?  Has  he  posted  it  along  with  the  equal  employment  poster 
in  a  conspicuous  location  easily  seen  by  all  employees  and  applicants?  Has 
this  statement  been  signed  by  a  responsible  company  official? 


Where  posted  on  site? 
How  many  posted?   


"It  is  the  policy  of  this  company  to  assure  that  applicants  are  employed, 
and  that  employees  are  treated  during  employment,  without  regard  to  race, 
religion,  sex,  color  or  national  origin.   Such  action  shall  include;  em- 
ployment, upgrading,  demotion,  or  transfer;  recruitment  or  recruitment  ad- 
vertising; layoff  or  termination;  rates  of  pay  or  other  forms  of  compensation 
and  selection  for  training,  including  apprenticeship,  pre-apprenticeship 
and/or  on  the  job  training." 

Are  all  members  of  the  company's  staff  who  are  authorized  to  hire,  super- 
vise, promote,  and  discharge  employees,  or  who  recommend  such  action,  or 
who  are  substantially  involved  in  such  action,  fully  cognizant  of  and  have 
implemented  the  company's  equal  employment  opportunity  policy  and  contractual 
responsibilities? 

How  were  they  informed,  by  whom,   and  when? 


Meeting  Date: Who  presided: 

Place:  Who  attended: 


Material  covered: 


Has  the  Contractor  advertised  for  employees?   If  so,  has  he  included  the 
notation  on  each  advertisement  "An  Equal  Opportunity  Employer"? 
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Has  the  Contractor,  unless  precluded  by  a  valid  bargaining  agreement, 
conducted  systematic  and  direct  recruitment  through  public  and  private 
employee  referral  sources  likely  to  yield  qualified  minority  group 
applicants,  including,  but  not  limited  to,  state  employment  agencies,  schools 
colleges,  and  minority  group  organizations? 

Has  the  Contractor,  through  his  EEO  Officer,  identified  sources  of  potential 
minority  group  employees,  and  established  with  such  identified  sources  pro- 
cedures whereby  minority  group  applicants  have  been  referred  to  the  union  or 
company  for  employment  considerations: 

List  sources: 


7.  Has  the  contractor  encouraged  his  present  employees  to  refer  minority  group 
applicants? 

8.  Does  the  contractor  have  a  system  of  control,  feedback  and  surveillance  to 
assure  that  this  company  and  subcontractors  are  complying  with  EEO  contract 
provisions? 

What  method  is  used? 


9.   Has  the  contractor's  EEO  Officer  conducted  periodic  inspections  of  project 
sites  to  insure  that  working  conditions  and  employee  facilities  do  not 
indicate  discriminatory  treatment  of  project  site  personnel? 

10.  Has  the  Contractor's  EEO  Officer  periodically  evaluated  the  spread  of  wages 
paid  within  each  classification  to  determine  any  evidence  of  discriminatory 
wage  practices? 

Date  of  last  review 


11.  Has  the  contractor's  EEO  Officer  periodically  reviewed  selected  personnel 
actions  in  depth  to  determine  whether  there  is  evidence  of  discrimination? 

DATE  of  last  review:  __^____ 

12.  Has  the  Contractor  established  a  formal  grievance  procedure  for  all  employees? 

13.  Have  any  complaints  of  alleged  discrimination  been  made? 

14.  What  training  programs  is  the  contractor  affiliated  with?   If  he  is  a  member  of 
AGC  he  is  involved  in  apprenticeship  training  through  membership  in  this 
organization.    AGC  member?  

Training  through  union  agreement  


List  union  locals  involved  with  training 
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15.   List  union  with  whom  agreements  exist; 


16.  Wliat  efforts  has  the  contractor  made  to  obtain  the  cooperation  of  af- 
filiated unions  to  increase  minority  group  opportunities  within  the 
unions,  and  to  effect  referrals   by  such  unions  of  minority  group  employees? 

(Place  in  file  copy  of  any  documents  demonstrating  contractor's  efforts) 

17.  Does  an  EEO  clause  exist  in  all  union  agreements? 

18.  What  effort  has  the  contractor  made  to  incorporate  an  EEO  agreement  with 
the  union? 

19.  Has  the  union  been  able  to  fill  all  requests  for  workers?   If  not,  what 
efforts  have  been  made  by  the  contractor  to  fill  with  minorities? 


20.   Who  are  the  subcontractors  on  the  project? 


21.  Have  all  EEO  required  contract  provisions  been  physically  incorporated  in 
each  subcontract  agreement? 

22.  Does  the  company  maintain  such  records  as  will  provide  the  number  of 
minority  and  nonminority  group  members  employed  in  each  work  classifi- 
cation on  the  project? 

23.  What  efforts  has  the  contractor  made  in  securing  the  services  of  minority 
group  subcontractors  or  subcontractors  with  meaningful  minority  group 
representation  among  their  employees? 
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24.  Have  all  EEO  reports  been  received  on  time  and  accurately  represent 
the  workforce? 

Months  for  which  forms  EEO  #5  were  submitted: 


25.  What  date  was  a  state  highway  department  review  of  this  project  conducted; 

26.  Were  the  contractor's  personnel  aware  of  the  State  Highway  Department 
review,  if  made? 
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^Signature  and  title  of  contractors  representative) 

( DATE ) 

Reviewed  by: 

(Signature  and  title  of  State  Highway  Official) 

( DATE ) 
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7-2(2) 
EEO  No. 


7a 


MONTANA  STATE  HIGHWAY  COMMISSION 
EQUAL  EMPLOYMENT  OPPORTUNITY  OFFICE 
Helena,  Montana 


INSTRUCTION:   This  report  is  to  be  completed  by  the  contractor  monthly  for  each  individual 
employed  on  this  contract  (including  any  subcontracts  under  it  who  has  received  training 
during  the  month  under  the  training  special  provision  7-2(2).)   The  cutoff  date  for  reporting 
is  the  last  working  Friday  of  the  month.   The  Contractor  then  has  until  the  first  Friday  of 
the  following  month  to  submit  two  copies  of  the  report  to  the  Residtrnt  Engineer  who  will 
forward  it  to  this  office,  prior  to  the  second  Friday  of  the  month, 


Project  Number 


Name  &  Address  of  Contractor 


Report  for  the  Month  of: 


Ag«  of  Trainee 


Location  of  Project  Site 


Name  &  Address  of  Trainee 


Social  Security  No 


Employee  Status  (Check  One) 
New  Hire  Up-Grade  


Ethnic  Group  Designation  (Check  One)      American 
Negro  Oriental  Indian 


Spanish 
American 


Other 


Job  Classification  of  Trainee 


Hours  of  Training  Provided 
During  Month: 


Date  Training  Started  on 
This  Contract: 


Hours  of  Training  Provided 
To  Date: 


Type  of  on  job  training 
Apprentice OJT  


Hours  Remaining  to  Complete 
Program 


Trainee  Progress  on  Training  To  Date  (Phases  completed  and  at  what  stage  trainee  presently  is 
being  trained  according  to  training  program  submitted  and  approved) 


General  Comments  regarding  Trainee  Attitude,  Ability,  Etc. 


TERMINATION:  (If  training  was  terminated  prior  to  completion  of  approved  program  explain 
reason  for  termination.) 


Report  Prepared  by: 

(Signature  and  Title  of  Contractors  Representative 

DATE 

Report  verified  by 

signature  of  Resident  Engineer: 

DATE 
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fORM    APPROVED 


U.S.   DEPARTMENT  OF   TRANSPORTATION 
FEDERAL    HIGHWAY     ADMINISTRATION 


FEOERAL-AIU  HIGHWAY  CONSTRUCTION 
CONTRACTOR'S  QUARTERLY  TRAINING  REPORT 


RLPORi'o  coNikUL  ^cmi 

HU.30-I6 


FLDLHAL-AID    PROJECT    NO. 


INSTRUCTIONS:  This  report  is  to  be  completed  3y  the  contractor  quarterly  for  each  individual  employed  on  this 
CONTRACT  (including  any  subcontract^  under  it  mho  has  received  trainins  during  the  quarter  under  the  training 

S''ECIAL  provision  (ATTACHMENT  2  TO  FEDERAL  HiGHWAY  ADMINISTRATION  OrDER  InTERIM  7-2(2)).   IhE  REPORT  IS  TO  BE 
SUBMITTED  BY  THE  20tH  OF  THE  MONTH  FOLLOWING  THE  QUARTER  (ApRU  20,  JULY  20,  OcTOBER  2U,  AND  JANUARY  20.)  ThE 
ORIGINAL  OF  THIS  REPORT  IS  TO  BE  FURNISHED  TO  THE  TRAINEE  AND  TWO  COPIES  SUBMITTtO  TO  IHt  -.TATE  HIGHWAY  0  f,  P  T  . 


1.  NAME  OF  CONTRACTOR 


Ia.  ADDRESS 


2.  NAME  OF  TRAINEE 


2a.     ADDRESS 


3.     A3E    OF     TRAINEE 


4.     SOCIAL     SECURITY    NUMBER 


5.     EMPLOYEE     STATUS    (CHECK    ONEj 

Q  NEW    HIRE  n  UP-GRA3H 


0.     ETHNIC    GROUP    DESIGNATION     (CHECK    ONE 


|~|  NEGRO 


D' 


AMERI  CAN 

I  I   I ND I  AN 


a 


SPANI SH 
AMERI  CAN 


r~]  OTHER 


7. SUMMARY  OF  PREVIOUS  TRAINING: (eNTER  AMOUNT  AND  TYPE  OF  TRAINING  RECEIVED  BY  TRAINEE  ON  OTHER  CONTRACTS 
UNDER  APPROVED  TRAINING  PROGRAMSJ 


8.  JOB  CLASSIFICATION  OF  TRAINEE 


9.  DATE  TRAINING 
STARTED  ON  THI S 
CONTRACT 


10. TYPE  OF  ON  THE  JOB  TRAINING  (cHECK  ONe) 
Q  APPRENTI  CESHIP         [~|oTHER 


REPORTING  PERIODS 


INSTRUCTIONS:   One  vertical   column   i  s  to  h   completed  for  each  succeeding  quarter  and   the   form  resubmitted. 
Enter  March  31,   June  30,    Sept.   30,    Dec.   30,    as  applicable    in  col  umns  A  thhu  H  below. 


HOURS  OF 
TRAINING  DATA 


19 


19 


19 


PROVIDED 
DURING  QUARTER 


PROVIDED  TO  DATE 


13. 


REMAINING  TO 

COMPLETE  THE 

APPROVED  PROGRAM 


14.    termination  (if   training  was  terminated   prior  to   completion  of   approved   program  explain   reasom   for 
termi nation  ) 


15.   report  prepared   by  (signature   and  title  of   contractor's  representati ve^ 


16.    report  reviewed   3y  (signature   and   title   of   state   hiijHWAy  official) 


16.   date 


17.     DATE 


Form  FHWA-14G9  (4-71) 
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GP  0    9  to. 262 


EEO  Form  #8 
11-71 


STATE  OF  MONTANA 
DEPARTMENT  OF  HIGHWAYS 


Montana  Highway  Commission 
Helena,  Montana   59601 

ATTENTION:   EEO  Coordinator 


RE:  Project  

Highway  Designation 
Dollar  Value 


In  accordance  with  equal  employment  opportunity  provisions  contained  in  the 
contract  identified  above,  the  following  information  is  furnished: 

1.   EQUAL  EMPLOYMENT  OPPORTUNITY  OFFICER: 


Name 


Title  or  Position  in  Firm 


2. 


Address 


Telephone 


REPRESENTATIVE  AT  PROJECT  SITE  RESPONSIBLE  FOR 
EQUAL  EMPLOYMENT  OPPORTUNITY  CONTRACT  PROVISIONS: 


Name 


Title  or  Position  in  Firm 


Address 
3.   CHECK  ONE: 

Contractor 

Subcontractor 


Telephone 


Firm  Name 
Signed 
Title 
Date 


Contractor:   You  are  required  to  update  this  information  to  the  Resident 
Engineer  within  10  days  after  a  personnel  change  involving 
the  above  named  individuals. 
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StandnrH  Form  31*  Form  Approvcil 

Revised  October.  1964  Badret  Bnreiu 

President's  Committee  on  Equal  No.  44-R1164.I 

Employment  Opportunity 
Ex.  Ord.  10925  and  11114 

Copies  of  this  notice  will  be  posted  by  the  Contractor  in  conspicuous  places  available  to  employees 
and  applirants  for  emplovment. 

COPIFS  OF  THIS  NOTICE  ARE  TO  BE  FURNISHED  BY  THF  CONTRACTOR  TO  LABOR 
UNIONS  OR  OTHER  ORGANIZATIONS  OF  WORKERS.  APPRENTICESHIP  AND  TRAINING 
PROGRAM  SPONSORS,  AND  EMPLOYMENT  REFERRAL  AGENCIES. 


NOTICE  OF  NONDISCRIMINATION  IN  EMPLOYMENT 

TO: - - 

(Employees  of  rontractor.  union  or  organization  of  workers,  employment  referral  a!?encies.  and  training  program  sponsors) 

The  undersigned  currently  holds,  or  represents  contractors  or  sub- 
contractors who  currently  hold,  contracts  or  subcontracts  and  may  in  the 
future  bid  on  contracts  or  subcontracts  which  are  sub.iect  to  the  provisions 
of  Executive  Orders  10925  of  March  6,  1961,  as  amended,  and  11114  of 
June  22,  1963. 

You  are  advised  that  under  the  provisions  of  these  contracts  and  in 
accordance  with  these  Executive  orders,  contractors  and  subcontractors  are 
obliged  to  take  affirmative  action  to  provide  equal  employment  opportunity 
without  regard  to  race,  creed,  color,  or  national  origin.   This  obligation 
includes,  but  is  not  limited  to,  the  following: 

HIRING,  PLACEMENT,  UPGRADING,  TRANSFER,  OR  DEMOTION 

RECRUITMENT,  ADVERTISING,  OR  SOLICITATION  FOR  EMPLOYMENT 

TREATMENT  DURING  EMPLOYMENT 

RATES  OF  PAY  OR  OTHER  FORMS  OF  COMPENSATION 

SELECTION  FOR  TRAINING  INCLUDING  APPRENTICESHIP 

LAYOFF  OR  TERMINATION 

This  obligation  extends,  so  far  as  the  responsibility  of  the  under- 
signed is  concerned,  to  any  arrangement  under  which  journeymen  or 
apprentices  are  selected  and  referred  for  work  on  its  projects. 

This  notice  is  furnished  you  pursuant  to  the  provisions  of  such  con- 
tracts or  subcontracts  and  Executive  Orders  10925  and  11114. 


/s/  - 

(Contractor  or  subcontractor,  or  rep.) 


(Date) 


SEE  INSTRUCTIONS  ON  REVERSE  SIDE 
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IS  OK  Law 


BY  THE  CIVIL  RIGHTS  ACT  OF  1964 
AND  BY  EXECUTIVE  ORDEf^  NUMBER  11246 


Title  VII  of  the  Civil  Rights  Act  of  1964 

Administered  by 

THE  EQUAL  EMPLOYMENT 
OPPORTUNITY  COMMISSION 


T 


Executive  Order  Number  11246'- 

Administered  by 

THE  OFFICE  OF  FEDERAL 
CONTRACT  COMPLIANCE 


Prohibits  discrimination  because  of  RACE, 
COLOR.  RELIGION,  SEX  or  NATIONAL  ORI- 
GIN 

By  EMPLOYERS  with  25  or  more  employees,  by 
LABOR  ORGANIZATIONS  with  a  hiring  hall 
of  25  or  more  members,  by  EMPLOYMENT 
AGENCIES,  and  by  JOINT  LABOR-MANAGE- 
MENT COMMITTEES  FOR  APPRENTICE- 
SHIP OR  TRAINING. 


Prohibits  discrimination  because  of  RACE, 
COLOR,  RELIGION,  SEX,  or  NATIONAL  ORI- 
GIN, and  requires  affirmative  action  to  e'nsure 
equality  of  opportunity  in  all  aspects  of  employ- 
ment 

By  all  FEDERAL  GOVERNMENT  CONTRAC- 
TORS AND  SUBCONTRACTORS,  and  by  CON- 
TRACTORS AND  SUBCONTRACTORS  PER- 
FORMING WORK  UNDER  A  FEDERALLY 
ASSISTED  CONSTRUCTION  CONTRACT,  re- 
gardless of  the  number  of  employees  in  either 
case 


ANY  PERSON 

who  believes  he  or  she  has 
been  discriminated  against 

SHOULD  CONTACT 


ANY  PERSON 

who  believes  he  or  she  has 
been  discriminated  against 

SHOULD  CONTACT 


THE  EQUAL  EMPLOYMENT 

OPPORTUNITY  COMMISSION 

1800  e  Street,  N.W. 

Washington,  D.C.  20506 

OR  ANY  OF  ITS 
REGIONAL  OFFICES 
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THE  OFFICE  OF  FEDERAL 

CONTRACT  COMPLIANCE 

U.S.  Department  of  Labor 

Washington,  D.C.  20210 


*  As  amended  by  Executive  O'der  Number  \\  i7b 


SECTION     IV 
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SITE -RECORD 
PROCEDURE 


This  affirmative  action  guideline  and  project  site  record  is  provided  for  the 
information  of  a  contractor's  Equal  Employment  Opportunity  Officer  and  for  use 
by  the  Montana  Highway  Commission  Resident  Engineer  in  charge  of  a  highway 
construction  project.   The  minimum  action  required  to  be  taken  by  the  contractor 
along  with  the  time  factor  appropriate  for  each  provision  is  indicated  in  letter 
gothic  type. 

The  Department  of  Highways  Resident  Engineer  is  responsible  for  on-site  enforce- 
ment of  contractor  compliance  with  the  Special  Provisions.   The  Resident 
Engineer  or  designee  will  conduct  an  initial  review  of  appropriate  Special 
Provision  items  within  30  days  after  work  begins.   Additional  reviews  will 
be  conducted  by  project  personnel  in  accordance  with  the  timetable  below. 
Subsequent  or  periodic  reviews  should  then  be  made  of  each  provision  as 
appropriate  to  the  time. 

FURTHER  INSTRUCTIONS  ARE  OUTLINED  IN  THE  STANDARD  OPERATING  PROCEDURES  INCLUDED 
IN  THIS  BOOKLET. 

The  District  EEO  Officer  will  officially  review  all  provisions  at  least  once 
during  the  first  three  months  of  work  on  the  project. 

TIME  TABLE  FOR  REVIEW  OF  SPECIAL  PROVISIONS 

Preconst ruction 
Conference 

All  ten  Special 
Provisions  should 
be  discussed  with 
the  contractor's 
designated  EEO 
Officer  as  soon 
as  possible. 


Prior  To  Hir: 

i-ng 

First 

Second 

Activity 

Para. 

Month 
Ic 

Para. 

Month 

Para.  4  a,b 

Ic 

Para  5  a,b 

Para. 

3 

Para. 

3 

Para.  7a,b,c 

,d 

Para. 

,  4b 

Para. 

5c 

Para.  8a,b,c 

Para. 

8a 

Para. 

8a 

Para.  9a 

Para. 

,  9b 

Para. 

9b 

Para.  10  a 

Para. 

,  10a, b,c 

Para. 

lOa,  ; 

Third 

Month 

Para. 

Ic 

Para. 

3 

Para. 

6a 

Para. 

8a 

Para. 

9b 

Para. 

10  a,b,c 
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SPECIFIC  EQUAL  EMPLOYMENT  OPPORTUNITY  RESPONSIBILITIES 
OF  DISTRICT  EEO  OFFICER 


1 .   GENERAL 

a.  Equal  employment  opportunity  requirements  not  to  discriminate  and  to 

take  affirmative  action  to  assure  equal  employment  opportunity  as  re- 
quired by  Executive  Order  11246  and  Executive  Order  11375  are  set  forth 
in  Required  Contract  Provisions  (Form  PR  1273  or  PR-1316)  and  these  Special 
Provisions  which  are  imposed  pursuant  to  Section  140  of  Title  23,  USC,  as 
established  by  Section  22  of  the  Federal-aid  Highway  Act  of  1968.   The 
requirements  set  forth  in  these  Special  Provisions  shall  constitute  the 
specific  affirmative  action  requirements  for  project  activities  under  the 
contract  and  supplement  the  equal  emploj^nent  opportunity  requirements  set 
forth  in  the  Required  Contract  provisions. 

b.  The  contractor  will  work  with  the  State  of  Montana,  Department  of  Highways, 

and  the  Federal  Government  in  carrying  out  equal  employment  opportunity 
obligations  and  in  their  review  of  his  activities  under  the  contract. 

ACTION  REQUIRED:   The  Contractor  will  participate  in  all  compliance  re- 
views or  inspections  scheduled  for  this  project. 

Time  Factor:   Upon  request. 

Date  Reviewed  Initial  of  Reviewer  In  compliance 

Yes      No 

Yes      No 


Yes      No 


The  prime  contractor  and  all  subcontractors  (not  including  material  sup- 
pliers) holding  subcontracts  for  $10,000  or  more  will  comply  with  the 
following  minimum  specific  requirement  activities  of  equal  employment 
opportunity.   The  contractor  will  include  these  requirements  in  every 
subcontract  of  $10,000  or  more  with  such  modification  of  language  as  is 
necessary  to  make  them  binding  on  the  subcontractor. 

ACTION  REQUIRED:   The  contractor  must  insert  these  equal  employment  op- 
portunity Special  Provisions  in  each  of  his  subcontracts  (in  the  amount  of 
$10,000  or  more).   The  Special  Provisions  shall  in  no  instance  be  incor- 
porated by  reference. 

TIME  FACTOR:   Each  time  the  contractor  requests  District  Highway  approval 
of  a  subcontract  in  amount  of  $10,000  or  more. 

DATE  REVIEWED  INITIAL  OF  REVIEWER  IN  COMPLLANCE 

Yes      No 

Yes      No 

Yes      No 
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EQUAL  EMPLOYMENT  OPPORTUNITY  POLICY 
The  contractor  will  accept  as  his  operating  policy  the  following  statement 
which  is  designed  to  further  the  provision  of  equal  employment  opportunity 
to  all  persons  without  regard  to  their  race,  color,  religion,  sex,  or 
national  origin,  and  to  promote  the  full  realization  of  equal  emplojmient 
opportunity  through  a  positive  continuing  program: 

It  is  the  policy  of  the  company  to  assure  that  applicants  are  employed, 
and  that  employees  are  treated  during  employment,  without  regard  to 
their  race,  religion,  sex,  color,  or  national  origin.   Such  action 
shall  include:   employment,  upgrading,  demotion,  or  transfer;  re- 
cruitment or  recruitment  advertising;  layoff  or  termination;  rates 
of  pay  or  other  forms  of  compensation;  and  selection  for  training, 
including  apprenticeship,  preapprenticeship,  and/or  on  the  job 
training. 

(Note,  the  posting  of  the  above  paragraph  on  the  contractor  and  sub- 
contractor's bulletin  board  is  required  in  item  4,  Dissemination  of 
Policy,  b.(l)  located  on  page  33   of  this  document.) 

EQUAL  EMPLOYMENT  OPPORTUNITY  OFFICER 
The  contractor  will  designate  and  make  known  to  the  Montana  Department  of 
Highways  contracting  officer  an  Equal  Employment  Opportunity  Officer 
(hereinafter  referred  to  as  the  EEC  Officer)  who  must  be  capable  of  ef- 
fectively administering  and  promoting  an  active  contractor  program  of 
equal  employment  opportunity  and  who  must  be  assigned  adequate  authority 
and  responsibility  to  do  so. 

ACTION  REQUIRED:   Form  EEO  #8  is  mailed  directly  to  the  prime  contractor 
by  the  Department  of  Highways  EEO  Coordinator  and  must  be  completed  and 
returned  as  requested.   Each  covered  subcontractor  also  must  complete 
EEO  Form  8. 

TIME  FACTOR:   Prime  contractor  -  upon  receipt  of  form  from  main  office. 
Subcontractor(s)  -  prior  to,  or  at  time  of.  District  Office  approval  of 
the  subcontract.  Original  of  approved  subcontractor  EEO  #8  should  be 
transmitted  to  the  EEO  Coordinator  by  the  Regional  Office  with  a  copy 
furnished  to  the  Resident  Engineer  to  be  retained  with  project  records. 

Date  Reviewed  Initial  of  Reviewer         In  Compliance 

Yes      No 

Yes      No 

Yes      No 


4.   DISSEMINATION  OF  POLICY 

A.   All  members  of  the  contractor's  staff  who  are  authorized  to  hire, 
supervise,  promote,  and  discharge  employees,  or  who  recommend  such 
action,  or  who  are  substantially  involved  in  such  action,  will  be 
made  fully  cognizant  of  and  will  implement,  the  contractor's  equal 
employment  opportunity  policy  and  contractual  responsibilities.  To 
insure  that  the  above  agreement  will  be  met,  the  following  actions 
will  be  taken  as  a  minimum: 
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(1)  Periodic  meetings  of  supervisory  and  personnel  office  employees  will 
be  conducted  before  the  start  of  work  and  then  not  less  often  than 
once  every  six  months,  at  which  time  the  contractor's  equal  employ- 
ment opportunity  policy  and  its  implementation  will  be  reviewed  and 
explained.   The  meetings  will  be  conducted  by  the  EEO  Officer  or 
other  knowledgeable  company  official. 

ACTION  REQUIRED:   Self-explanatory,   Records  indicating  dates  and 
attendance  at  such  meetings  should  be  maintained  at  the  project  site. 

TIME  FACTOR:   Self-explanatory 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 


Yes      No 


(2)  All  new  supervisory  or  personnel  office  employees  will  be  given  a 
thorough  indoctrination  by  the  EEO  Officer  or  other  knowledgeable 
company  official  covering  all  major  aspects  of  the  contractor's 
equal  employment  opportunity  obligations  within  thirty  days  following 
their  reporting  for  duty  with  the  contractor. 

ACTION  REQUIRED:   Self-explanatory,   Records  indicating  dates  ana 
method  used  in  indoctrinatinn  of  newly  hired  supervisory  employees 
should  be  maintained  at  the  project  site. 

TIME  FACTOR:   Self-explanatory.   Records  indicating  dates  and  method 
used  in  indoctrinating  newly  hired  supervisory  employees  should  be 
maintained  at  the  project  site. 

Date  Reviewed  Initial  of  Reviewer  In  compliance 

Yes      No 

Yes      No 

Yes      No 


(3)  The  EEO  Officer  or  appropriate  company  official  will  instruct  all 
employees  engaged  in  the  direct  recruitment  of  employees  for  the 
project  relative  to  the  methods  followed  by  the  contractor  in 
locating  and  hiring  minority  group  employees. 

ACTION  ElEQUIRED:    All  hiring  personnel  must  be  instructed  as  to 
action  required  in  connection  with  direct  and  systematic  re- 
cruitment.  See  paragraph  5b 

TIME  FACTOR:   Prior  to  any  hiring  activity. 
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Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

- Yes      No 

Yes      No 

In  order  to  make  the  contractor's  equal  employment  opportunity  policy 
known  to  all  employees,  prospective  employees  and  potential  sources 
of  employees,  i.e.,  schools,  employment  agencies,  labor  unions  (where 
appropriate),  college  placement  officers,  etc.,  the  contractor  will 
take  the  following  actions: 

(1)   Notices  and  posters  setting  forth  the  contractors  equal  employ- 
ment opportunity  policy  will  be  placed  in  areas  readily  accessible 
to  employees,  applicants  for  employment  and  potential  employees. 

ACTION  REQUIRED:   At  a  minimum  the  contractor's  policy  statement 
(see  paragraph  2)  should  be  reproduced  and  posted  in  the  same  areas 
vrtiere  required  Federal  posters  are  displayed.   Additionally,  Form 
#38  "notice  to  Labor  Unions  or  Other  Representatives  c;f  Workers", 
is  required  to  be  sent  to  all  potential  sources  of  employees,  labor 
unions,  etc.   Copies  of  such  notices  are  to  be  maintained  with  the 
project  site  records. 

TIME  FACTOR:   Prior  to  any  hiring  activity. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 


Yes      No 


(2)   The  contractor's  equal  employment  opportunity  policy  and  the 
procedures  to  implement  such  policy  will  be  brought  to  the 
attention  of  employees  by  means  of  meetings,  employee  handbooks, 
or  other  appropriate  means. 

ACTION  REQUIRED:   Self-explanatory.   A  suggested  method  is  to  peri- 
odically distribute  a  printed  copy  of  the  contractor's  policy  state- 
ment to  all  employees  with  paychecks,  in  addition  to  posting  on 
bulletin  boards. 

TIME  FACTOR:   Continuous 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 
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RECRUITMENT 

When  advertising  for  employees,  the  contractor  will  include  in  all  ad- 
vertisements for  employees  the  notation:   "An  Equal  Opportunity  Employer." 
He  will  insert  all  such  advertisements  in  newspapers,  or  other  publica- 
tions having  a  large  circulation  among  minority  groups  in  the  area 
from  which  the  project  work  force  would  normally  be  derived. 

ACTION  REQUIRED:   Self -Explanatory .   If  the  contractor  uses  any  publica- 
tions to  advertise  for  employees,  copies  of  such  advertisements  are  to  be 
retained  with  the  project  records, 

TIME  FACTOR:   Whenever  advertisements  for  employees  are  used. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 
Yes      No 


The  contractor  will,  unless  precluded  by  a  valid  bargaining  agreement, 
conduct  systematic  and  direct  recruitment  through  public  and  private 
employee  referral  sources  likely  to  yield  qualified  minority  group  ap- 
plicants, including,  but  not  limited  to,  State  Employment  Agencies, 
schools,  colleges  and  minority  group  organizations.   To  meet  this  re- 
quirement, the  contractor  will,  through  his  EEO  Officer,  identify  sources 
of  potential  minority  group  employees,  and  establish  with  such  identified 
sources  procedures  whereby  minority  group  applicants  may  be  referred  to  the 
contractor  for  employment  consideration. 

ACTION  REQUIRED:   Direct  and  systematic  recruitment  must  be  conducted 
through  the  sources  indicated  unless  a  copy  of  a  valid  bargaining  agree- 
ment is  furnished  by  the  contractor  which  confines  hiring  of  a  particular 
classification  of  workers  to  specified  sources.   Personal  and  written 
contact  with  the  sources  identified  should  be  made  and  the  procedures 
established  for  the  referral  of  applicants  necessary  to  the  performance 
of  the  contract  work.   Such  procedures  should  provide  for  applicant 
referral  directly  to  the  contractor  unless  an  exclusive  hiring  hall 
agreement  exists,  in  which  case  provision  for  applicant  referral  through 
the  union  hall  to  the  contractor  should  be  made. 

TIME  FACTOR:   As  soon  as  the  classification  of  workers  required  is  deter- 
mined and  prior  to  any  hiring  activity.   Also,  at  such  other  times  as 
additional  workers  are  needed. 

Date  Reviewed  Initial  of  Reviewer 


In  Compl 

iance 

Yes 

No 

Yes 

No 

Yes 

No 
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The  contractor  will  encourage  his  present  employees  to  refer  minority 
group  applicants  for  employment  by  posting  appropriate  notices  or  bulle- 
tins in  areas  accessible  to  all  such  employees.   In  addition,  information 
and  procedures  with  regard  to  referring  minority  group  applicants  will  be 
discussed  with  employees. 

ACTION  REQUIRED:  Self-explanatory.  Present  minority  group  employees  are 
often  knowledgeable  of  other  minority  group  applicants  and  the  procedures 
for  referral  of  such  applicants  should  be  disseminated.  Records  indicat- 
ing dates  of  discussions  or  referrals  should  be  maintained. 

TIME  FACTOR:   Continuous 

Date  Reviewed  Initial  of  Reviewer 


6.   PERSONNEL  ACTIONS 


In  Con 

ipliance 

Yes 

No 

Yes 

No 

Yes 

No 

A.   Wages,  working  conditions,  and  employee  benefits  shall  be  established  and 
administered,  and  personnel  actions  of  every  type,  including  hiring,  up- 
grading, promotion,  transfer,  demotion,  layoff,  and  termination  shall  be 
taken  without  regard  to  race,  color,  religion,  sex,  or  national  origin. 
The  following  procedures  shall  be  followed: 

(1)  The  contractor  will  conduct  periodic  inspections  of  project  sites  to 
insure  that  working  conditions  and  employee  facilities  do  not  indi- 
cate discriminatory  treatment  of  project  site  personnel. 

(2)  The  contractor  will  periodically  evaluate  the  spread  of  wages  paid 
within   each  classification  to  determine  any  evidence  of  discriminatory 
wage  practices. 

(3)  The  contractor  will  periodically  review  selected  personnel  actions 
in  depth  to  determine  whether  there  is  evidence  of  discrimination. 
Where  evidence  is  found,  the  contractor  will  promptly  take  correc- 
tive action.   If  the  review  indicates  that  the  discrimination  may 
extend  beyond  the  actions  reviewed,  such  corrective  action  shall  in- 
clude all  affected  persons. 

ACTION  REQUIRED:   Self-explanatory,   Records  indicating  dates  of  such 
inspections  and  reviews  should  be  kept  with  the  project  site  records. 

TIME  FACTOR:   At  least  once  every  four  months. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 
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(4)  The  contractor  will  investigate  all  complaints  of  alleged  discrim- 
ination made  to  the  contractor  in  connection  with  his  obligations 
under  this  contract,  will  attempt  to  resolve  such  complaints,  and  will 
take  appropriate  corrective  action.   If  the  investigation  indicates 
that  the  discrimination  may  affect  persons  other  than  the  complainant, 
such  corrective  action  shall  include  such  other  persons.   Upon  com- 
pletion of  each  investigation  the  contractor  will  inform  every  com- 
plainant of  all  of  his  avenues  of  appeal. 

ACTION  REQUIRED:   Specific  procedures  should  be  established  for  the 
handling  of  complaints  of  alleged  discrimination.   The  procedure  must 
provide  that  a  complainant  be  advised  of  his  avenues  of  appeal.   Thus, 
the  contractor,  as  well  as  State  personnel,  should  be  knowledgeable 
of  the  avenues  of  appeal.   Such  avenues  are  indicated  on  posters 
provided. 

TIME  FACTOR:   Upon  acceptance  of  the  contract. 

Date  Reviewed  Initial  of  Reviewer 


In  Compl 

iance 

Yes 

No 

Yes 

No 

Yes 

No 

TRAINING  AND  PROMOTION 

a.  The  contractor  will  assist  in  locating,  qualifying  and  increasing  the 
skills  of  minority  group  employees  and  applicants  for  employment. 

b.  Consistent  with  his  manpower  requirements  and  as  permissible  under 
Federal  and  State  regulations,  the  contractor  will  make  full  use  of 
training  programs,  i.e.,  preapprenticeship,  apprenticeship,  and/or 
on-the-job  training  programs  for  the  geographical  area  of  contract 
perforTiiance. 

(Note:)   Special  Training  Provisions,  Interim  Order  7-2(2),  contract 

required  training  is  discussed  separately  on  page  8      Interim 

Order  7-2(2)  when  included  in  a  contract  supersedes  7b  of  this 
Special  Provision. 

c.  The  contractor  will  advise  employees  and  applicants  for  employment  of 
available  training  programs  and  entrance  requirements  for  each. 

d.  The  contractor  will  periodically  review  the  training  and  promotion  po- 
tential of  minority  group  employees  and  will  encourage  eligible  em- 
ployees to  apply  for  such  training  and  promotion. 

ACTION  REQUIRED:   The  contractor  must  be  knowledgeable  of  training  pro- 
grams, if  any,  being  conducted  in  the  area.   It  is  the  contractor's  re- 
sponsibility to  determine  what  training  programs  exist  in  the  area, 
arrange  for  his  participation  through  utilization  of  trainees  enrolled 
in  or  graduated  from  such  training  and  establish  procedures  whereby 
potential  eligible  employees  are  encouraged  to  apply  for  training.   The 
contractor's  involvement  in  training  programs  may  be  documented  and 
submitted  for  inclusion  with  this  site  record. 
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TIME  FACTOR:   Continuous 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 


8 .   UNIONS 


If  the  contractor  relies  in  whole  or  in  part  upon  unions  as  a  source  of  his 
work  force,  he  will  use  his  best  efforts  to  obtain  the  cooperation  of  such 
unions  to  increase  minority  group  opportunities  within  the  unions,  and 
to  effect  referrals  by  such  unions  of  minority  group  employees.   Actions 
by  the  contractor,  either  directly  or  through  a  contractor's  association 
acting  as  agent,  will  include  the  procedures  set  forth  below: 

a.   Use  his  best  efforts  to  develop,  in  cooperation  with  the  unions, 

joint  training  programs  aimed  toward  qualifying  more  minority  group 
members  for  membership  in  the  unions  and  increasing  the  skills  of 
minority  group  employees  so  that  they  may  qualify  for  higher 
paying  employment. 

ACTION  REQUIRED:   The  contractor  must  first  decide  whether  he  is  going  to 
independently  seek  union  cooperation  in  development  of  training  programs 
or  have  a  contractor's  association  act  as  his  agent  in  doing  so.   In 
either  instance,  it  is  his  responsibility  to  be  knowledgeable  of  the 
progress  and  efforts  being  made  in  the  development  and/or  operation  of 
such  training  programs.   If  a  contractor's  association  is  designated  to 
act  as  his  agent,  periodic  reports  should  be  requested  from  such  associa- 
tion indicating  the  progress  being  made  in  this  area.   Dates  of  meetings 
and/or  copies  of  reports  should  be  kept  with  the  project  records  and  sub- 
mitted to  the  Highway  Resident  Engineer  for  inclusion  with  this  site- 
record. 

TIME  FACTOR:   Meetings  with  unions  are  encouraged  to  be  scheduled  fre- 
quently until  the  training  programs  are  developed  and  operating. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 


b.   Use  his  best  efforts  to  incorporate  an  equal  employment  opportunity 
clause  into  all  union  agreements  to  the  end  that  such  unions  will  be 
coRtractually  bound  to  refer  applicants  without  regard  to  their  race, 
color,  religion,  sex  or  national  origin. 
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TIME  FACTOR:   Upon  award  of  the  contract. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 


Yes  No 
Yes  No 
Yes      No 


c.   In  the  event  a  union  is  unable  to  refer  applicants  as  requested  by  the 
contractor  within  the  time  limit  set  forth  in  the  union  agreement,  the 
contractor  will,  through  his  recruitment  procedures,  fill  the  employ- 
ment vacancies  without  regard  to  race,  color,  religion,  sex,  or 
national  origin,  making  full  efforts  to  obtain  qualified  minority  group 
persons. 

ACTION  REQUIRED:   This  provision  is  applicable  only  where  exclusive 
hiring  hall  agreements  exist.   See  paragraph  5b. 

TIME  FACTOR:   Whenever  hiring  activity  under  such  agreements  is  conducted 
Compliance  or  non-compliance  with  paragraph  5b  applies  to  this  requirement. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 

9.   SUBCONTRACTING 

a.  The  contractor  will  use  his  best  efforts  to  utilize  minority  group  sub- 

contractors or  subcontractors  with  meaningful  minority  group  representation 
among  their  employees. 

ACTION  REQUIRED:   Self-explanatory.   In  order  to  identify  minority  group 
subcontractors,  inquiry  should  be  made  to  local  Contractor  Association,  etc. 

TIME  FACTOR:   At  such  times  as  subcontracts  are  to  be  awarded. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 

b.  The  contractor  will  use  his  best  efforts  to  assure  subcontractor  com- 

pliance with  their  equal  employment  opportunity  obligations. 
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ACTION  REQUIRED:   The  contractor  should  establish  procedures  whereby 
he  can  reasonably  assure  compliance  by  his  subcontractors  with  their 
equal  employment  opportunity  obligations.   Such  procedures  should  pro- 
vide for  periodic  and  timely  monitoring  of  subcontractor  activities. 
Under  paragraph  10c,  for  example,  a  subcontractor's  failure  to  submit 
monthly  data  in  accordance  with  the  time  schedule  established  is 
sufficient  justification  to  determine  the  prime  contractor  in  non- 
compliance with  this  provision. 

TIME  FACTOR:   Continuous,  following  the  start  of  a  subcontractor's  work 
unless  interrupted  by  seasonal  suspension. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes  No 

Yes  No 

Yes  No 

Yes  No 

Yes  No 

Yes  No 

10.   RECORDS  AND  REPORTS 

A.  The  contractor  will  keep  such  records  as  are  necessary  to  determine  com- 
pliance with  the  contractor's  equal  emplojmient  opportunity  obligations. 
The  Records  kept  by  the  Contractor  will  be  designed  to  indicate: 

(1)   The  number  of  minority  and  non-minority  group  members  employed  in 
each  work  classification  on  the  project. 

ACTION  REQUIRED:   Employee  records  must  be  kept  in  a  manner  that  will 
readily  furnish  the  data  required  to  be  submitted  on  EEO  Form  #5. 

TIME  FACTOR:   Continuous 

Date  Reviewed  Initial  of  Reviewer  In  compliance 

Yes      No 

Yes      No 

Yes      No 
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(2)  The  progress  and  efforts  being  made  in  cooperation  with  unions  to 
increase  minority  group  employment  opportunities  (applicable  only 
to  contractors  who  rely  in  whole  or  in  part  on  unions  as  a  source 
of  their  work  force.). 

ACTION  REQUIRED:   These  records  should  document  the  action  taken 
under  paragraph  8a,  b,  and  c. 

TIME  FACTOR:   Continuous 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 


(3)  The  progress  and  efforts  being  made  in  locating,  hiring,  training, 
qualifying,  and  upgrading  minority  group  employees. 

ACTION  REQUIRED:   The  records  maintained  to  comply  with  specific 
items,  paragraphs  4a  and  b;  5a, b,  andc;  6a;  and  7a,b,c  and  D  should 
document  activity  in  this  regard. 

TIME  FACTOR:   Continuous 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

+  Yes      No 

Yes      No 

Yes      No 


(4)  The  progress  and  efforts  being  made  in  securing  the  services  of 
minority  group  subcontractors  or  subcontractors  with  meaningful 
minority  group  representation  among  their  employees. 

ACTION  REQUIRED:   All  records  maintained  as  documentation  of  action 
taken  in  compliance  with  these  Special  Provisions  concerning  equal 
employment  opportunity  should  be  available  for  review  at  the  project 
site. 

TIME  FACTOR:   Continuous. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 
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All  such  records  must  be  retained  for  a  period  of  three  years  following 
completion  of  the  contract  work  and  shall  be  available  at  reasonable 
times  and  places  for  inspection  by  authorized  representatives  of  the 
Montana  Department  of  Highways,  Federal  Highway  Administration. 

ACTION  REQUIRED:   All  records  maintained  as  documentation  of  action 
taken  in  compliance  with  these  Special  Provisions  concerning  equal 
employment  opportunity  should  be  available  for  review  at  the  project 
site. 

TIME  FACTOR:   Continuous 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 


Yes      No 
Yes      No 


The  contractor  will  submit  to  the  Montana  Resident  Engineer  a  monthly 
report  each  month  after  construction  begins,  for  the  duration  of  the 
project,  indicating  the  number  of  minority  and  non-minority  group  em- 
ployees currently  engaged  in  each  work  classification  required  by  the 
contract  work.   Exception  to  this  will  be  seasonal  suspensions  of  work 
at  which  time  the  contractor  will  submit  this  report  for  the  last 
payroll  period  preceding  the  suspension. 

ACTION  REQUIRED:   The  prime  contractor  and  each  covered  subcontractor 
must  complete  and  submit  to  the  Resident  Engineer  form  EEO  5,  Contractor 
Monthly  EEO  Report,  for  each  month  work  is  officially  in  progress. 
These  reports  are  to  be  submitted  promptly  and  in  no  event  later  than 
the  second  Friday  of  the  month  following  the  month  covered  by  the  report. 
This  report  shall  cover  the  last  full  payroll  period  preceeding  the  end 
of  the  month. 

The  prime  contractor  is  responsible  for  the  timely  submittal  of  these 
forms  by  his  subcontractors.   A  late  report  voids  its  usefulness.   See 
paragraph  9b. 

TIME  FACTOR:   Reports  are  required  to  be  submitted  promptly  in  accordance 
with  the  above  and  in  no  event  later  than  the  second  Friday  of  the  month 
following  the  month  covered  by  the  report.   A  brief  review  of  the 
completed  EEO  5  should  be  made  to  ensure  that  all  required  information 
is  entered  thereon.   The  Resident  Engineer  shall  review  the  EEO  5  for 
reasonable  accuracy  and  completeness  and  sign  the  report  in  the  space 
provided.   The  report  must  then  be  sent  to  the  Helena  EEO  Office  prior 
to  the  third  Friday  following  the  end  of  the  reporting  period. 

Date  Reviewed  Initial  of  Reviewer  In  Compliance 

Yes      No 

Yes      No 

Yes      No 
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District  EEO  Office  Review: 


I  have  reviewed  this  contractor's  EEO  posture  and  have  determined  that  he 
meets  all  provisions  of  this  contract. 


(date)  (Signature  District  Reviewer) 


I  have  reviwed  this  contractor's  EEO  posture  and  have  determined  that  he 
meets  all  provisions  of  this  contract. 


(date)  (Signature) 

( ^Headquarters  District  Reviewer) 


Reviews  by  Other  Agencies: 

I  have  reviewed  this  contractor's  EEO  posture  and  have  determined  that  he 
meets  all  provisions  of  this  contract. 


(date)  (Signature  of  Reviewer) 


(Representing  Agency)  (Signature  of  Reviewer) 


(Title) 

Exceptions  will  necessitate  corrective  action  and  preclude  concurrence  in 
the  above  statement.  Such  Actions  should  be  noted  on  the  reverse  of  this 
page. 
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DEFINITION  OF  DISADVANTAGED 

A  disadvantaged  individual,  for  manpower  program  purposes,  is  a  poor  person 
who  does  not  have  suitable  employment  and  who  is  either  (1)  a  school  dropout, 
(2)  a  member  of  a  minority,  (3)  under  22  years  of  age,  (4)  45  years  of  age  or 
over,  or  (5)  handicapped.   An  individual  can  be  a  member  of  more  than  one  of 
these  groups. 

An  individual  is  deemed  a  member  of  a  poor  family  if  he  (she)  is  a  member  of 
a  family  (1)  which  receives  cash  welfare  .payments,  £r  (2)  whose  annual  net 
income  in  relation  to  family  size  and  location  does  not  exceed  the  following 
criteria: 


Family  Size 

Income  -  Urban 

Income  -  Rural 

1 

$1,900 

$1,600 

2 

2,500 

2,000 

3 

3,100 

2,500 

4 

3,800 

3,200 

5 

4,400 

3,700 

6 

5,000 

4,200 

7 

5,600 

4,700 

Individuals  who  do  not  have  suitable  employment  are  (a)  the  unemployed,  (b) 
the  underemployed,  and  (c)  persons  hindered  from  seeking  work. 

The  following  five  definitions  are  also  used  in  determining  who  is  disadvantaged: 

School  Dropout  -  A  school  dropout  is  a  person  who  has  not  graduated  from  high 

school  (completed  12  years  of  school). 
Member  of  a  Minority  -  Members  of  a  minority  are  Negroes,  American  Indians, 

Japanese,  Chinese,  Filipinos,  Koreans,  Polynesians,  Indonesians, 

Hawaiians,  Aleuts,  Eskimos,  Mexican-Americans,  Puerto  Ricans, 

and  other  people  with  Spanish  Sur-names. 
Under  22  Years  of  Age  -  Individuals  under  22  years  of  age  are  called  "youth". 

People  are  classified  as  "youth"  until  they  reach  their  22nd 

birthday. 
45  Years  of  Age  and  Over  -  Individuals  45  years  of  age  or  over  are  called  "older 

workers".   People  are  classified  as  "older  workers"  starting  from 

the  date  of  their  45th  birthday. 
Handicapped  -  A  handicapped  person  is  one  who  has  a  physical,  mental  or  emotional 

impairment  of  chronic  condition  which  could  limit  work  activities. 

Included  are  persons  with  a  history  of  alcoholism  and  of  drug 

addiction.   Parollees,  prison  releasees,  and  other  persons  whom 

history  of  law  offenses  proves  to  be  a  barrier  to  employment  are 

considered  to  be  "handicapped". 

A  special  problem  in  the  disadvantaged  population  in  Montana  is  that  the  Indians 
take  up  a  vast  majority  of  the  minority  population.   Coordinated  planning  is 
needed  to  assure  that  both  reservations  and  "landless"  Indians  are  provided 
the  manpower  services  they  need. 
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